
                                                         Vacancy Announcement 

 

The National CSI Development Bank Limited (NCSIDBL) is pleased to announce the vacancy 

for recruitment of an official as per the following detail: 

 

 

Sl # 

 

 

Position 

 

 

No. and 

type of slot 

Minimum 

Qualification/ 

Eligibility 

Criteria 

 

 

Grade 

 

 

Remuneration 

 

Place of 

Posting 

 

 

1 

 

Admin, Stores 

and Procurement 

Officer 

 

 

1 (Regular) 

Bachelor’s 

Degree in 

Commerce/ BBA/ 

BBM/ BA Eco 

with minimum of 

65% each in 

Degree, Class XII 

and Class X. 

 

 

 Grade 8 

Basic Salary: Nu. 20,230 

(20,230-505-30,330), 

House Rent Allowances: 

20% of Basic, and other 

benefits as per NCSIDBL 

Service Rule. 

 

Head Office, 

Paro 

 

Interested Bhutanese candidates with relevant qualification may submit their application in hard 

copy along with the necessary documents mentioned hereunder to the Manager-HR, National CSI 

Development Bank Limited, Bondey, Paro by 8th April, 2022. 

 

Necessary Documents: 

1. Duly filled NCSIDBL Employment Application Form; 

2. Copies of Academic Transcripts; 

3. Copy of Citizenship Identity Card; 

4. Copy of valid Security Clearance; 

5. Copy of Medical Fitness Certificate; and 

6. Copies of Merit Certificates if any. 

 

Please note that only the shortlisted candidates will be contacted for interview during which, 

original documents should be produced. 

 

Shortlisting shall be done on the basis of merit ranking as per the marks obtained in Degree, Class 

12 and Class 10 at the ratio of 5:1. 

 

Contact Manager-HR at 08-276576/ 78/ 79 during office hours for any further enquiries. 

 

 

 

 

 

 



Terms of Reference (ToR) -  Administration, Procurement and Stores Officer 

 

A. Job Responsibilities: 

Procurement and Stores: 

1. Timely procurement of goods, services, and works and maintain stock inventory; 

2. Manage and maintain (including insuring) the assets of NCSIDBL including vehicles,       

            office equipment and others;  

3. Manage and control overhead costs and expenses, personnel costs, analyze and suggest   

            cost cutting measures; 

4. Purchase, manage & maintain pool vehicles;  

5. Ensure annual maintenance contract (AMC) of office equipment & others; 

6. Procure/ manage security services (outsource) and establish security system to monitor  

and secure NCSIDBL building and its properties; 

7. Comply with relevant national/ international statutory rules & regulations, and standards  

            in regard to procurement;  

8.  Maintain and manage all records related to NCSIDBL assets;  

9.  Represent NCSIDBL in all stakeholders meeting in regard to Procurement; 

Administration: 

1. Manage the hospitality & logistics requirement of NCSIDBL; 

2. Internal Administrative Disputes & Grievances redressal (Including disciplinary actions); 

3. Establish internal policies for communication and office decorum; 

4. Establish staff welfare schemes; 

5. Develop/ review pool vehicle management manual; 

6. Establish a system to receive and dispatch mails in an efficient manner; 

7. Make record and timely payment of monthly rent, annual payment to various service  

            provider and renewal of agreements as per the contract signed; 

8. Carry out proper scrutiny, sanction and payment of bills (TA/DA, medical, purchase,  

            telephone & mobile, water & electricity, taxes & newspaper);  

9. Coordinate and lead chadi preparation related to NCSIDBL Office; 

10. Carry out any other duties that may reasonably or exceptionally be required to ensure the  

            smooth operation of NCSIDBL’s work as assigned by CEO; 

11. Any other related assignments bestowed by the Director or the CEO  

Other Responsibilities:  

1. Promote image of the Bank by speaking, acting responsibly, showing courtesy and 

positive attitude to others: 



2. Contribution towards enhancing customer satisfaction; 

3. Carry out other task as and when instructed by the supervisor; 

4. Maintain proper documentation; 

5. Observe code of conduct by maintaining confidentiality of information and punctuality at 

all times. 

6. Declaration of Conflict of Interest wherever required; 

7. Diligent use of office resources (Turning off the electrical appliances/equipment, close 

the water tap when not in use, etc.); 

8. Maintaining proper and clean office decorum at all times; 

9. Act as back up of other staff during their absence. 

B. Knowledge Skills and Professional Abilities  

1.  Able to demonstrate high level of Integrity, Honesty and work ethics; 

2.  Ability to listen and being open to multiple views, perspectives, and feedback;   

3. Engage in continuous learning and development, and committed to change personal,   

interpersonal and managerial behavior;  

4.  Sound skills in report writing and presentation, and   

5.  Ability to prioritize and work under difficult circumstances.   

 


